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BUPERS | NSTRUCTI ON 5400. 9K

From Chi ef of Naval Personne

Subj :  ORGANI ZATI ONAL STRUCTURE AND M SSI ON AND FUNCTI ONS OF
ACTI VI TI ES UNDER COMVAND/ SUPPORT OF CHI EF OF NAVAL
PERSONNEL ( CHNAVPERS)

Ref:  (a) OPNAVINST 5450.171C
(b) OPNAVI NST 1000. 16J
(c) OPNAVI NST 5450. 169D

Encl: (1) Organization Cuidelines for CHNAVPERS Fi el d
Activities
(2) Format for Portraying the Organizationa
Structure in Chart Form
(3) Format for Aligning Billet Sequence Codes (BSC)
to Organi zational Structure
(4) Suggested Wirds for Functional Statenents

1. Purpose. To issue revised procedures for subm ssion, review,
and approval of the organizational structure, mssion, and
functions of activities under conmand/ support of Chief of Naval
Per sonnel (CHNAVPERS) and to provide guidelines for use in
aligning an activity' s organi zational structure with the Activity
Manpower Docunent (AMD). This instruction is a conplete revision
and should be read in its entirety.

2. Cancel | ati on. BUPERSI NST 5400. 9J.

3. Background. Reference (a) assigns Echelon 2 comrmanders

responsi bility for ensuring m ssion and functions instructions of
assi gned shore activities are current, issuing mssion and functions
i nstructions for each shore activity assigned to their conmand, and
approvi ng organi zations for shore activities in their chain of
command. CHNAVPERS revi ews and approves organi zati onal structures
of subordinate Echelon 3 and 4 activities to ensure that

a. principles of organization and position nmanagenent are
appl i ed throughout the organization.
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b. standard terns and format for describing organizationa
structure in chart formare applied consistently.

c. activities whose size and m ssion are sim |l ar have
simlar organizations.

d. manpower docunents reflect approved organi zations.

4. Del egation of Authority and Responsibilities. CHNAVPERS
del egates authority and responsibilities in paragraph 3 to
Commander, Navy Recruiting Conmand ( COWAVCRU TCOM), for
subordi nate Echelon 4 and 5 activities.

5. Applicability. This instruction is applicable to al
activities under command/ support of CHNAVPERS.

6. Subm ssion of Organi zation Proposals. Organization proposals
will be submtted to Bureau of Naval Personnel (BUPERS), Manpower
and Organi zational Plans Ofice (PERS-03). Proposals not

submitted in sufficient detail will be held w thout action until
additional information is provided by the activity. Per
reference (b), changes to the AVD, if required, will not be nade

prior to approval of proposed organi zati on change. Cuidelines
for submitting organizati on changes are provided in encl osures
(1) through (4) and as a mnimum shall include

a. Statenent of conplete background of conditions creating
t he need for change.

b. Statenent of benefits expected fromthe change; i.e.,
nore efficient, enhances custoner service, and significant cost
savi ngs.

c. Copy of current and proposed organi zation charts. Charts
nmust depict all organi zational elenents down to the | owest |evel
as illustrated by enclosure (2).

d. Breakdown of current nanpower structure associated with
each organi zation el enent, cross-wal ked to the proposed manpower
structure as illustrated in enclosure (3).

e. Current and proposed organi zation functions and task
statenments clearly annotated to identify revisions, additions and
del etions. Use enclosure (4) as a guideline in witing these
statenents. These statenents appear in the activity's
or gani zati on manual and should not be confused with the
activity’ s overall mssion and function instruction issued by
CHNAVPERS.
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7. Eval uati on Procedure

a. BUPERS (PERS-03) and the cogni zant program manager wl |
anal yze and eval uate proposed changes to ensure conpliance with
gui del i nes contained in enclosures (1) through (4). Follow ng
this evaluation, a proposal will be submtted to CHNAVPERS f or
approval wth appropriate recomendati ons.

b. Activities will not inplenent proposed organization
changes until notified of approval. Revised organization charts
will be forwarded to activities as soon as possible follow ng
approval .

c. Upon notification of approval, activities should submt
manpower aut horizati on change requests using the Total Force
Manpower Managenent System (TFMVB) M cro Manpower Change
Application (TMMCA) software, if available, or submt an
annot ated AMD to BUPERS (PERS-03) for realignnment of nmanpower to
t he new organi zati on.

d. BUPERS (PERS-03) will work closely with activities to
resol ve i ssues which may preclude approval of organi zation
changes prior to subm ssion to CHNAVPERS; however, should a
proposal be di sapproved, activities will receive notification
along with rationale for the unfavorabl e decision.

8. Mssion Statenents. M ssion statenents for each activity in
the shore establishnent is approved by Secretary of the Navy
(SECNAV) and issued by an OPNAV 5450 notice. CHNAVPERS
activities will submt changes to their m ssion statenent to
Chi ef of Naval Operations (CNO (NO9B2) via the chain of command
per reference (c).

9. Function Statenents. Function statenents for activities in
the shore establishnment are approved by the appropriate echel on
command. Activities under CHNAVPERS wi || submt changes to
their function statenents to BUPERS (PERS-03) via the chain of
command.

10. Managenent Assistance. BUPERS (PERS-03) facilitates and
coordi nates all organizational issues for CHNAVPERS cl ai mancy and
is available to assist with specific questions or for genera

hel p wi th organi zati onal problens.

11. Action. Addressees wl|l

a. Take appropriate action to ensure they have an effective
organi zati onal structure designed to support their assigned
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m ssion. Al activities should maintain an approved organi zati on
chart that depicts their current structure.

b. Maintain an organi zation nmanual that reflects the
organi zati onal structure approved by CHNAVPERS and provi de a copy
wi th appropriate updates to BUPERS ( PERS-03).

c. Submt all proposed changes to m ssion statenments to CNO
via the chain of conmand.

d. Submt proposed changes to function statenents to BUPERS
(PERS- 03) for CHNAVPERS approval and issuance.

e. Ensure AMD s reflect the approved organi zati ona
structure using billet sequence codes derived from hierarchica
structure of each organi zational elenent, as illustrated in
encl osure (3). To elimnate confusion created by frequent
changes, activities should strive to update their organizationa
structure in conjunction with their annual review of the AMD.

f. Submt manpower authorization change requests using

TMMCA, if available. Activities that do not have TMCCA shoul d
annot ate changes on their AMD and forward to BUPERS ( PERS-03).

B/ \
G L. HOEW NG
Rear Admral, U S. Navy

Deputy Chief of Naval Personne

Distribution: (See next page)
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Di stribution:
SNDL C55A ( BUPERS Det achnent s)

C55F ( NAMALA WASHI NGTON DC)

FJA2 ( NAVY BAND WASHI NGTON DC)

FJA3 ( COWAVPERSCOM M LLI NGTON TN)

FJA4 ( COVNAVCRUI TCOM M LLI NGTON TN)

FJA9 ( EPMAC NEW ORLEANS LA)

FJA10 ( NAVMAC M LLI NGTON TN)

FIALl1l ( NAVINTSERVACT NS TOKYO JA)

FIA12 ( NAVCONBRI G CHARLESTON SC/ M RAMAR CA)
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ORGANI ZATI ON GUI DELI NES FOR CHNAVPERS FI ELD ACTI VI TI ES

1. Principles of Organization

a. Unity of Command. Each individual and each
organi zati onal el enent nust be held accountable to only one
superior for the performance of assigned responsibilities.

b. Span of Contro

(1) Maxi mum nunber of subordi nates effectively supervised
by a single superior will vary due to such factors as the

(a) conplexity of m ssion,

(b) dissimlarity of functional conponents of the
or gani zati on,

(c) degree to which the nature of subordinate
functions permts satisfactory operation with m ni num
supervi si on

(d) extent of coordination required between
subor di nat es,

(e) distance separating subordinates fromthe
superior and,

(f) type of managenent data and comruni cati ons
syst ens.

(2) Degree to which supervisors may extend thensel ves by
subdi vi di ng, delegating, and distributing their responsibilities
I s dependent upon anmount of tinme and understandi ng they can
devote to guiding, controlling, and notivating subordinates to
full effectiveness.

(3) One of the key recommendations in the 1993 report of
the National Perfornmance Review (NPR) was to pare down the
systens of over control and m cromanagenent. The governnent-w de
ratio of civilian supervisors to enployees in 1993 was 1:7 and
NPR recommended halving the ratio to 1:15.

Departnent of the Navy (DON) ratio of supervisors to enployees in
1993 was 1:8, and DON s planned goal is increase the ratio of
enpl oyees to supervisors to 1:16.

Encl osure (1)
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c. Functional Gouping. For an effective organization, each
conmponent wi | |

(1) constitute a |l ogical, separable field of
responsibility: A natural subdivision of the total tasking, the
scope and jurisdiction of which can be clearly defined;

(2) have a single, properly qualified officer,
supervisor, or staff nenber fully accountable; and

(3) have clearly defined boundaries which establish
limts of authority.

d. Delegation of Authority. An organization will be
structured to permt rapid decision making, which neans the
authority to act nust be as close as possible to the | evel at

which the work is perfornmed. Supervisors at all levels wll be
given sufficient authority to act in all cases where review by
hi gher authority is not absolutely essential. This mnimzes the

burden of managenent at higher |evels and naxi m zes the chall enge
and stature of the individual job.

e. Mnimze Layering. An organization subdivides into two
or nore elenments, never into one. For exanple, a division mnust
subdivide into at | east two branches or it may not subdivide at
all. The rule of “two or nore” applies all the way down the
line; however, an organizational elenent may be subdivided only
when each of the elenents resulting fromthe subdivision wll
have a distinct job to do and enough people to justify a
supervi sor (a “supervisory” position is one that neets the
requi renents for a supervisory title per current OPM
cl assification and job-gradi ng guidance). Function/task
assi gnnments can and should be made to single individuals or to
smal |l groups of individuals by the use of descriptive job titles
rather than by creating a fragnmented organi zational structure
consi sting of divisions, branches, sections, or units with little
subst ance.

f. Deputies/Assistants. Deputy/assistant positions do not
exist primarily for continuity. 1In each case, the supervisory
wor kl oad is too nmuch for one person, or the superior is
frequently away for extended periods and the deputy/assistant
must make maj or decisions in the supervisor’s absence. Such
responsi bility cannot be assigned on a part-time or rotating
basis to other personnel.

2. Structure

2 Encl osure (1)
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a. Line. A line organization perfornms substantive functions
that are explicitly a part of the activity s m ssion.

b. Staff. A staff organization supports one or nore |ine
organi zati ons by providing advice, assistance, and service that
may cross organi zational lines. This type of organization is not
limted to adm ni strative functions; e.g., mail directives, etc.,
but can also apply to mssion-related functions that are integra
to the line conmponents it supports.

c. Departnent. A line conponent that perforns functions
whi ch constitute a substantive el enent of the basic m ssion and
obj ective of the activity.

d. Staff Ofice. A staff conponent that provides advice,
assi stance, and service. Staff organizations are structured in
the sane manner as a |ine conponent; e.g., departnment or
di vision, and maintain the sane reporting channels and stature in
the overall organization as the |ine conponents supported. Staff
organi zations will appear only at the division | evel or above and
are titled “Ofice.”

e. Division. A conponent that perforns functions which
constitute a significant segnent of the total responsibility of
the parent |ine departnent or staff office. D visions can be
further subdivided into staff offices, branches, sections, and
units only when each of the elenents resulting fromthe
subdi vision will have a distinct job to do and enough people to
justify a supervisor (at |east three people performng the
essential, not supportive, work).

f. Special Assistant. A staff conponent that serves one
manager for a particular subject/function and nay have
subor di nat es dependi ng upon the size and nature of the support
functi on.

3. Mssion and Functions Statenent. A mission is a concise,

uncl assified statenent; in general, a termthat describes what is
to be acconplished by integrated efforts of the activity as a
whol e. For departnents and divisions wwthin an activity, a brief
statenment of the major functions nust be submitted. Functiona
statenments reflect the work perforned in these organi zati ona

el ements that support the mssion and differentiate one el enent
from another, not the duties of individuals within them

Encl osure (4) suggests action verbs that will facilitate conmon
under st andi ng of functional statenents when universally used.

3 Encl osure (1)
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4. Major Responsibilities/ Tasks. Major responsibilities/tasks
are perforned in support of the functions. These statenents w |
be conci se and nunbered sequentially, identifying the

organi zati on code in which each major responsibility/task is
performed. Major responsibilities will be witten for

organi zati onal el enents bel ow the division | evel.

5. Titles

a. The title of the official in command shall be deternined
based on the foll ow ng:

(1) Commander. Title is normally applicable to flag
officer billets or to an officer commandi ng nore than one shore
activity of Departnent of the Navy (DON).

(2) Commanding Oficer. Title assigned to officer
billets for mlitary heads of shore activities of DON when
responsibilities are commensurate with those contained in article
0802 of U.S. Navy Regul ations, 1990.

(3) Oficer in Charge. Title assigned to officer billets
for all mlitary heads of shore activities of DON not within the
scope of criteria of the subparagraphs above.

(4) Petty Oficer in Charge. Title assigned when the
mlitary billet for the head of a shore activity of DON is of
petty officer rating.

(5) Director. Title for head of a shore activity of DON
used in certain instances, normally a civilian head. Wen a
mlitary head, this title nust be acconpani ed by a designation of
status as “commander,” “comrandi ng officer,” or “officer in
charge.”

b. The title of a full-time second in command is determ ned
by the title assigned to the officer in conmand of the activity.
Exanpl es are

Oficer in Conmand Second i n Comrand

Commander Deputy Comrander

Commandi ng O ficer Executive O ficer

Oficer in Charge Assi stant O ficer in Charge
Di rector Deputy Director

4 Encl osure (1)
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The manner in which the second in conmand functions at an
activity is determned by the officer in command of the activity;
however, any duties beyond those permtted by a strict
interpretation of Navy Regul ations will be clearly defined and
made known within the activity. This information will also be
submtted with any proposed change which has an effect on the
duties assigned to the second in coommand. In those activities
that do not require a full-time second in command, senior |ine
managers (i.e., departnent directors) may be assigned the role as
a part of their normal duties.

c. Titles for managers at other levels within the activity
shoul d be used as foll ows:

(1) Director for
(a) departnent,
(b) division, and
(c) activity- or departnent-level staff office.

(2) Head for
(a) branch,
(b) section,
(c) unit, and
(d) division-level staff office.

6. Format of Organization Charts. Enclosure (2) illustrates the

standard fornmat to be used in portraying an organi zation’s
structure.

7. Ogani zation Codes. There is no official coding structure

wi t hi n CHNAVPERS cl ai mancy; however, a coding structure should be
devel oped at each activity that is consistent and clearly

del i neat es speci al assistants, staff offices, and departnents.

5 Encl osure (1)



ACTIVITY

STAFF OFFICE TITLE(S)

| SPECIAL ASSISTANT TITLE(S)

DEPARTMENT TITLE

DEPARTMENT TITLE

DEPARTMENT TITLE

Encl osure (2)
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ACTIVITY

STAFF OFFICE TITLE(S) SPECIAL ASSISTANT
TITLE(S)
DIVISION DIVISION
TITLE TITLE

BRANCH BRANCH
TITLE TITLE

SECTION SECTION

TITLE TITLE
DEPARTMENT DEPARTMENT DEPARTMENT
TITLE TITLE TITLE
Encl osure (2) 2 BUPERSI NST 5400. 9K

22 Sep 2000
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ACTIVITY 22 Sep 2000
STAFF OFFICE TITLE(S) SPECIAL ASSISTANT TITLE(S)
DEPARTMENT DEPARTMENT DEPARTMENT
TITLE TITLE TITLE
DIVISION DIVISION
TITLE TITLE
| STAFF OFFICE SPECIAL
| | TITLE ASSISTANT
BRANCH BRANCH TITLE(S)
TITLE TITLE |

| |
BRANCH | | BRANCH

TITLE TITLE
SECTION | | sECTION
TITLE TITLE
— | pIvisioN || pivision
UNIT TITLE UNIT TITLE 3 TITLE TITLE
Encl osure (2)




Format for Aligning Billet Sequence Codes (BSC s) to Organi zational Structure
Current | Proposed Rank/ Proposed Title O ficer/ Pr oposed Previ ous
BSC BSC Rat e/ Enli st ed/ Org Code Org Code
G ade Cvilian
(O EC
N A 00100 N A EXECUTI VE DEPARTMENT AND
SPECI AL ASSI STANTS
00100 00105 CAPT Commandi ng O ficer @] 00 00
00120 00110 CDR Executive Oficer O 00B 00B
00010 00115 GS- 07 Command Secretary C 00S 00S
00100 00120 GS-12 Managenent C 00D 00D
Anal yst/ Speci al Assi st ant
for Internal Review
00120 00125 Gs-11 Managenent Anal yst C 00D 00D
00130 00130 GS- 09 Program Anal yst C 00D 00D
00700 00135 BMCM Command Mast er Chi ef E 00F O0F
00048 00140 GS- 09 Equal Enpl oynent Manager/ C 00G 00G
Speci al Assistant for
Equal Enpl oynent
Qpportunity
02100 00145 CDR Chapl ai n O OOH OOH
00780 00150 RP2 Rel i1 gi ous Prograns E OOH OOH
Assi st ant

Encl osure (3)
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Acconpl i shes
Accurmul at es
Adm ni sters
Advi ses

Al'l ocat es
Anal yzes
Appr oves
Assi gns
Compi | es
Conduct s
Control s
Coor di nat es
Creates
Devel ops
Directs

Di stributes
Est abl i shes
Eval uat es
Execut es
Expedit es

I mpl enent s
Mai nt ai ns

Per f or ns

BUPERSI NST 5400. 9K
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Suggested Words for Functional Statenents

Ef fects; brings to conpletion

Bri ngs together; collects

Directs execution of work

Counsel s; suggests; gives information

Apportions; gives; distributes

Studi es situations to discover relationships

Oficially sanctions

Al'lots; fixes or designates

Gat hers; collects data

Leads; guides or directs

Exerci ses power to stop, start, or change
Brings efforts into a single action
Brings into existence; originates
Advances; furthers; pronotes the growth
Regul ates activity; authoritatively |eads
Di vi des anobng; allots

Enacts; ordains with pernanence
Appr ai ses; ascertains the val ue

Perforns; effects; conpletes

Accel erates or facilitates the process
Carries into effect; applies a plan

Provi des upkeep; keeps from decli ning

Carries out; executes an action

Encl osure (4)
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Pl ans Devi ses or projects a program or nethod
Pr epares Makes ready
Provi des Suppl i es; furnishes
Recei ves Accepts possessi on of
Reconmends Suggests; proposes
Reports Accounts for; makes known the results of
actions
Request s Asks for; solicits action or coment
Ret ai ns Hol ds; mai ntai ns possession
Revi ews Surveys; exam nes
Secures Keeps safe; obtains possessions
Subm ts O fers a recommendati on or opinion
Verifies Proves; substantiates the accuracy

2 Encl osure (4)



	MENU
	REFERENCES
	ENCLOSURES
	(1) - Organization Guidelines for CHNAVPERS Field Activities
	(2) - Format for Portraying the Organizational Structure in Chart Form
	(3) - Format for Aligning Billet Sequence Codes (BSC)
	(4) - Suggested Words for Functional Statements


	sig: 
	dod: 


